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SYLLABUS FDR'THE.E‘I POSTS OF LIBRARY ASEISTANT IN THE DEPARTMENT OF PUBLIC
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LIBRARIES
SFECIFIC PATER

LIERARY ADMINISTRATICN AND ORGANISATION
PART -A
LIEBRARY ADMINISTRATION

Concept of Library and administration/Management
Brief History of Libraries & Gensral functions of Libraries

Types of Libraries:Public:Academic;Special

Different sections of Lilbrary
a) Book acquisition -Selection-ordering
b] Technical section-Classification-Catalogulng-Processing
i irculation- {Charging and discharging system-Binding
Stock wverificatien-Weeding cut of Books)
d) Maintenance

. KPL Act 198% - Its salient features
. Library Finance and budget (emphasis to Public Librariss)

Library Records, Statistics and Annual Report
FPART-BE

LIBRARY ORGANISATION

1. Concept of Library Organisations: Meaning, Structure and
aobjectives.
2. Ranganathan’s Five Laws of Library Science BApplication of
Five laws in the Library Organization.
3. Different section and Services;
a} Reference Seéctign & Services:
b} News paper, Periodicals Section & Services
) Children Section & Services
d) Braille Section & Services
e) Audio-Visual Section & Services
t) Reprography Section & Services
4. Library Buildings-Furniture and eguipment.
». Fresarvation & censervation of Books and Other reading
materials.
LIBRARY REFERENCE SERVICE AND AUTOMATION
FART-A
REFERENCE SERVICE
1. Concept of reference Services-Definitieon-Objectivas &
Functions
2. Refersnece 3Spurces.
al Dictionaries
b) Bncyclopedias
©] Year Books
d) Hands Books and Manuals
&) Biographies
£) Directories
g} Geographical Seources
h) Bibliographies

3. Reference Servicer Liong Range-Short Rarnge
4. Library éxtensgion service
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PART-B

LIBRARY AUTOMATION

Introductlion Lo computer

Meaning and Definiticon

Evolution of computesrs

Genaraticns of Computers

Hard Ware

Soft Ware

Computers Application in Libraries
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. Reference Quierias
Bar-Coding
Internet Services
Opague

i

Acqguisition control
Circulatien control
Feference Services

Serial contral
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8. Practicals: E-Granthalaya Library S5Soft Ware

LIBRARY CLASSIFICATION

(Dewey Decimal and Ceoln Classification)
FART-A Theory
PAET-B Practical
1. Library Classification-Definitien-Heed, Purpeses and
Functiens.
2. Different Schemes of Classification
a. Dewey Decimal Classification-22" Ed.
b. Colon Classification-6"" Ed.
Main Clazses-Facts, Call Number, (Class Number+Book
HNumber)
Fundamental Categories (PMEST)
Notations—-Pure and Mixed
Common Isolates. Phase Relaticon. Subject Device
LIBRARY CATALOGUING

(Anglo-American Catalogue Rules and Classified Catalogue Code)

a) Ligrary Cataloguing-Definitien-Purpose-functions.
o) Development of Cataleguing Codes

c) Forms of Cataleogue:Inner & Quter

d} LCE

e} ARCR-I1

£) Chain procedure and Chain Indexing

g) Types of Entries:

a) Main Entry and it's sectlions (arsas)

b} Added Entries: 1} B&ok Index Entry (EBIE)

2} CGlass Index Entry (CIE)

3Y Cross BEeference Entry (CRE)
4) Cross Beference Index Entr
5) Unit Cards Swstem.

i) Cears list pof subject heading
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